DOCUHEHT BESOHE 



HE 006 932 

Comparative Effectiveness of Alternative 
Administrative Structures. Annex ~ Case> Study 
Questionnaires. Programme on Institutional Management 
in Higher Education. 

Organisation for Economic Cooperation and 
Development^ Paris (France) . Centre for Educational 
Research and Innovation. 
IMHE-GC-7U.37 
18 Dec 74 

107p. ; Paper pi^asented at the General Conference of 
Member Institutions {2ni, Paris ^ January 20-22, 
1975). For related documents, see HE 006 933 and 
93U 

HF-$0.76 HC-$5.70 Plus Postagfe 

Administrative Policy; *Ca:se Studies; Comparative 
Analysis; Conference Eeport'fev; Dat a Analysis; 
Departments; Glossaries; *Higher Education; 
♦Management Systems; OrganiT-atiohal Effectiveness; 
Policy Formation; *Questionnaires; Statistical Data; 
♦University Administration 

A set of detailed questionnaires was developed to 
test a number of hypotheses related to the definition and measurement 
of practical measures of effectiveness of administration in 
institutions of higher education. The questionnaires served as the 
basis of a set of case studies undertaken simultaneously in 19 
volunteer institutions during March-May, 1974. The questionnaires are 
presented, together with their instructions, dealing with 
departmental procedures and an information sheet providing data on 
basic statistics of the instit^ution, its- formal structure, its sratus 
relative to environmental constraints, the state of management 
technology, and the faculty and departments . An additional 
administrative questionnaire ani one on contingency studies, which 
should provide some basis for direct objective comparison between the 
processes of administration ^t different level of higher education, 
are also provided. A glossary is included. (LBH) 

/ 



* Documents acquired by EBIC include many informal unpublished * 

* materia.ls not available from other sources. EBIC makes every effort * 

* to obtain the best copy^ available. Nevertheless, items of marginal * 

* reproducibility are ofteh encountered and this affects the quality * 

* of vthe microfiche and hardcopy reproductions ERIC makes available ♦ 

* via; the ERIC Document Reproduction Service (EDRS) . EDRS is not ^ * 

* responsible for the quality of the original document. Reproductions * 

* supplied by EDRS are the best that can be made from the original. * 



ERLC 



ED 116 55a 
♦ 

title' 
institotion 



TIEPOET NO 
POB DATE 
NOTE 



/ 

EDES PBICE 
DESCSIPTpRS 



ABSTRACT 



-4- 



\ 



^ centre 
for 

educational 
1 1 research 
and 
innovation 



PBOGBAMME ON INSTITUTIONAL MANAGEMENT 
IN HIGHER EDUCATION 

COMPARATIVE 
EFFECTIVENESS 
OF ALTERNATIVE 
ADMINISTRATIVE 
STRUCTURES 

Annex : Case Study Questionnaires 



^ OECD 



ORfiANlSATIQN FOB ECONOMIC C 0 - 0 P E B A T I 0 II .AND 0 E ¥ E L 0 P M E II T 



ERIC 



ORGANISATION FOR ECONOMIC 
CO-OPERATION AND DEVELOPMENT 

Centre for Educational Research Paris, l8th December, 1974 
and Innovation Or. Engl. 


IMHE/GC/74,37 . 



Programme on Institutional Management in Higher Education 



COMPARATIVE EFFECTIVENESS OF ALTERNATIVE 
ADMINISTRATIVE STRUCTURES 



Annex 

Case Study Questionnaires 



/ 



3 



Second General Conference of Member Institutions 
Paris Januaiy 20th--22nd, 1975. 



10.157 



TABL?: OF CONTENTS 



Note by the Secretariat 
Investigator Notes 

Departmental Procedures 1 Questionnaire 
Departmental Procedures 2 Questionnaire 
Administrative Questionnaire 
Information Sheet 
Contingency Studies 
Glossary of Terms 



\ 



\ 



Noti^'^^y the Secretariat 



At. the First General Conference of Member Institutions 
of ORCD's Programme on 'Institutional Management in Higher Education 
in January, 1973, one of the two main themes for discussion was 
the effectiveness of university government and administration. 
This topic was chosen' because it had been cited as a major concern 
of the members and, during the Conference , it quickly became 
apparent that very littlj^J^f any, previous research had been 
undertaken toward, the detpl-^nient of concrete measures of 
effectiveness of admin is-fe^^tive structures of universities and 
other higher educationalC^M^itutions. Because of the over- 
whelming interest in thi^^&i^tbject, the programme assi^ed a very 
high priority to initiating some research in this area. . As a 
result, a pilot study was initiated in May, 1973, the i-esults of 
which are reported on in the volume, entitled "Comparative Effective 
nees of Alternative Administrative -Structures" . This volume is 
an annex to the main report. ^ 

As part, of the project, a set of detailed questionnaires 
were developed to test a number of hypotheses related to the ; 
definition and measurement of practical measures of effectiveness 
of administration in institutions of higher education. These 
questionnaires, after initial testing at the University of 
Sussex and subsequent revision follow:;^ng comments received by 
participants drawn from different OISCD countries who attended 
a meeting in Paris in February, 1974, formed the basis of a set 
of case studies undertaken simultaneously in 19 volunteer 
institutions' during the period March-May, 1974. The complete 
package of materials consisted of the following 

- Investigator Notes 

- Departmental Procedures 1 Questionnaire (lO copies) 

- Departmental Procedures 2 Questionnaire (lO copies) 

- Administrative Questionnaire (3 copies) 

- Information Sheet 

- Contingency 'Studies 

Glossary of Terms 

Each of the components listed above is reproduced in ^ 
this annex. The project was, carried out by a research team in 
the Department of Operational Research at the University of Sussex 
comprising Professor B.H.P. Rivett, who had overall responsibility 
for the project and Dr. A.W. Palmer and Mr. C.J. Johnson, who were 
the principal researchers for the project. In addition, during 
the period February-June, 1974, Mr. P. A. Rose was appointed to 
assist with the analysis and interpretation of the results-^- For 
full details about the project, readers aTe asked to cohsult the 
main report. 



TNVES n GATOR NOTCS 



The accompanying package contains six separate items identified by their 
cover titles as 

A. 

(1) QUESTIONNAIRE DEPARTMENTAL PRXEDURES 1 

(2) QUESTIONNAIRE DEPARTMENTAL PROCEDURES 11 

(3) INFORMATION SHEET 

(4) ADMINISTRAlivE QUESTIONNAIRE 

(5) CaNTINGENCY STUDIES 

(6) GLOSSARY . 

Details of these units and the procedures associated with each are outlined 
separately in the following pages. The timetable associated with these 
procedures is given below. 



P ROJECT TIMETABLE 



1st Week 


General Information 

Sheet and 
Administrative 
Questionnaires 
To be completed 




2nd Week 
3rd Week 


Establish 
contacts with 
Department 


4th Week 




Departmental 
Studies to 
be completed 


5th Week 


Preparation for 
Contingency studies 


6th Week 
7th Week 


Contingency Studies 
to be completed 




8th Week 


Assemble and send 
off fiHal sections 
of study 
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This Quest ioiVrVuu-c has been designed to provide information regarding 
the offcctivcness of some departmental procedures. Mostly these are 
associated mth those involving teaching and research activities. 

(l) To be completed by 

Full time teaching staff of science departments 
including heads of department 

Notes: Some of the questions may only be answerable by head of department 
Other staff leave these blank. This is pointed out in the introduction 
and has not caused confusion in the pilot studies. 

Completion Time 

30-45 minutes. 
(3) Means of Administering 

The questions can be completed either as part of an interview schedule 
OR as a postal questionnaire WITHOUT the presence of the investigator. 
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QUESTIONNAIRE, DEPARTMENTAL PROCEDURES 2 

The questionnaire is designed to provide information about the following 
particular measures of administrative effectiveness and structure: 
centralisation of authority; formality of standardisation of administrative 
procedures; degrees of role specialisation, specification and supervision; 
committee measures; information flows; involvement of academics in 
administration; climates of confidence, co-operativeness and understanding 
between academia and administration; speed and quality of decision-making 
procedures; adaptability and flexibility of the system; various 
efficiencies, such las freedom of academics from routine chores; general 
satisfaction with administration; and a few others. 
/ 

(1) To be completed by 

Full time academic staff of science departments excluding 
head of departments. 

(2) Completion Time 

30-60 minutes. 

(3) Means of Administering 

.The questions are to be completed as a postal questionnaire 

(4) Notes ^ 

The questions are designed to be completed at a rapid, impressionistic 
level and this should be emphasized in any queries concerning the 
nature of the questions. 
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Section 1 requests information about the general constitution of the 
institution. It is likely that the investigator wUl be able to obtain 
the information necessary to complete this from general statistical or 
information officers at his institution; and/or from official organisational 
charts; and/or from interviewing a couple of central administrators (such 
as, for instance, the planning officer). 

Section 11 requests information specific to the Faculty and Department 
around which the study is to centre. Where the sources of information for 
Section 1 fail, the investigator may supplement his knowledge by consulting 
the^ranch of administration dealing specifically with that Faculty and 
Department, or by interviewing the Heads of 'these units. 

(l) To be completed by 

The chief investigator 

Completion Time 

First 3 weeks of project 

(3) Means of Administering 

Personal investigation by the chief investigator 

(4) Notes . 

In any event, where these recommendations fail, it is left up to the 
investigator's personal initiative to provide as much as possible of the 
information requested, "Information unobtainable" should be written in 
wherever the data requested proves too difficult to find. 

Besides the possibility of unobtainable data, it may be the case that some 
of the information requested simply does not apply to the investigator's 
institution. Tn such an instance, the investigator should explain this 
in a qualifying remark. 

Figures given in .Ik. iuformntion sheet should apply to the academic year 
l972/7r> whpr(»vor {jossihx^. :'ns is not important^ however, so long as the 
year for which iho data is *• id is not before 1971. 

ITiroughout this Information Sliaet, refer' to the Glossary for definitions 
of terms used. 



A DMINI ST[UT1 VI-: QUV.STL ON.VAT KE 
The questionnaire is divided into three sections : 

Section 1 provides basic information on the nature of the administrative 
work carried out by the respondent. 

Section 11 is designed to provide information about the structure of the 

institution's administration as perceived by the respondent . In particular, 

the questionnaire is geared to test the applicability and relevance of the 

following measures of administrative structure: the centralisation of authority; 

the formality and standardisation of administrative procedures; the degree 

» 

of role specificatiorl. within administration; the unity (psychological and 
physical) of Xlw aflmi Mi strati on; the importance of informality in processes; 
the pressure on the individual within the system; the climate of confidence 
and understanding between administrators and academics; the job satisfactions 
within admini^.stration; the adaptability and flexibility of the administration; 
degrees of .'communi cation; and one or two others. 

Section 111 requests concrete information regarding communications between 
various factions of the institution. 

(1) To be Completed by 

Nod-academic administrators 

Notes 

It is intended that two p'f the questionnaires be completed by administrative 
staff directly concerned with the physical and political co-ordination of 
Faculties, Departments, and individual academics. (This would include such 
activities as allocation of office space, allocation of equipment, staff 
remuneration, student admissions, student records, the Scheduling of lectures 
and examinations, the conferring of Degrees, program budgeting, etc.) 

The third questjonnaire is to be completed by an administrator whose duties 
do not relate/so directly to academic affairs. Ideally he should be working 
in some vf»ry diffeff'ui branch of administration, such as building main! enanre, 
catorin^j or a<lni! n i si er lug u health service. The general intention is !h;il 
htx- admin Is^ rat ive occupation ha diveVgent from the occupations of the other 
two adniiniyirntors ijairipler!, and any chojce in line with this is permissible. 

(2) Complet ion Time 

60 minutes. 
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ADMINLVJ inri VR O'/KS-noWAIKK (font inued ) 

(3) Means of Adniin i stering 

The questions are to be completed as a postal questionnaire 

(4) Notes 

^^JHie' questions are designed to be completed at a rapid, impressionistic 
level and this should be emphasized in any queries concerning the 
nature of the questions. 
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COMTINCKXCY STIIDIES 



The Continyency Studies section of the package is designed to provide 
specific information about the working processes of administration. 
Without such information, tljie study as a whole will necessarily be 
diminished. Nevertheless, in view of the possible difficulties which 
some institutions may have in completing the whole package, this section 
may be considered as optional . - - — 

Completion of the Contingency Studies will depend heavily upon the 
investigators interest and. initiative. The technique presented is 
•novel, and tailored to suit a comparative study. Comments as to ./ 
whether or not the investigator considers it a workable or potentially 
Workable methodology would be valuable. 

To be completed by 

Chief investigator 

Completion time 

Last 2ii weeks of project 

Means of Administering 

Personal research; interviews, improvised methods. 
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GLOSSARY OF lEflMS 



The Glossary of Terms contain brief explanations of some of the terms 
used in the various questionnaire and information sheets. The terms 
listed are those whose specific meaning may differ in a cross cultural 
com{)arison e.g. Faculty, or those which need an expanded description 
relating to the c6ntext in which they are used. 

USE 

It is intended that use of the glossary is normally confined to the 
investigator. Thus before handing out any material he should read 
through the questions asked and ensure (v>ia the glossary) that the 
terms or ;their translations are meaningful and applicable within his 
own institution. 
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QUESTIONNAIRE 
DEPARTMENTAL PROCEDURES 1 
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INTRODUCTION 

This quostionnaire has been designed to provide information regarding 
some procedures associated with the teaching and research activities of 
various departments. The topics covered are by no means exhaustive and 
the main purpose of the questions is to obtain information regarding 
procedural differences that may exist, at the departmental level, between 
various^ institutes of higher education. 

Generally the answers to the questions will represent opinions and 
attitudes rather than objective statements. If you find that some of 
the reply categories^do not fully encompass your own viewpoint, it would 
be appreciated if you would explain this in the spaces provided. 

Most of the questions should be relevant for the full time teaching staff 
of a science department, but one or two of the questions may require a 
knowledge of administrative procedure that only a head of department is 
familiar with. If you find that you are unable to answer a question 
because of lack of information please write information not available and 
proceed to the next one. 

Thank you for your co-operation. 
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(A) Given that an aim or objective of your department is to provide 

teaching (at all levels) would you please indicate how important you 

think this activity is regarded by your department * on the whole at 

present, 

* Not 'yourself 

Please place a tick in Table (l) below. 

Table (1) TCACIITNG IMI^ORTAXCE TO DEP ANIENT 



Of very great importance 




Of considerable importance 




Of moderate importance 




Just about important 




Of mild importance 




Of little or no importance 





Please add below any qualifying remarks or explanations you may wish to make. 
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(B) Please consider the list of subjects taught-by your department. 
The assumption could be made that this list is a result of compromise 
decisions between : 

a) topics to be taught - determined, for example, by professional 
opinion of what constitutes satisfactory subject matter and 
also the requests of other departments etc. 
and b) the staff available for teaching 

For example, professional opinion (including your own) may have desired 
a more diverse range of subjects or perhaps a more advanced treatment of 
certain topics; and these may have been omitted to some extent because 
of lack of staff. Such a situation would constitute a staff-subject 
compromise. On the other hand, a more important limitation on the list 
of subjects may have been the lack of available .student time. This would 
not constitute a staff - subject compromise. 

Please indicate below to what extent you think the list of subjects taught 
by your department represents a compromise between lack of staff and 
subjects taught, by placing a tick in the appropriate row of Table 2. 



Table (2) STAFF - SUBJECT C(X,1PR0MISE 



• Yes, the list very much represents a compromise 
between subjects and staff available 




Yes, to some extent the list represents a 
compromise between subjects. and staff available 




To a minor extent the list represents a 
compromise between subjects and staff available 




No. Other considerations^ were much more important 
than a compromise between subjects and staff 
available 




I don't know or have no opinion. 





* * e.g. Time available, space, laboratory use,- etc. 

Please add below any qualifying remarks or explanations you m^y wish to make. 
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(C) Please consider the teaching allocation of lecturers to subjects 
in your department. 

Generally, and as far as possible, the subjects taught relate to the 
research interests or qualifications of the lecturer teaching the 
particular subjects. Sometimes however the ideally qualified staff 
are not available and lecturers have to broaden their teaching range. 

Assuming, however, that an unlimited number of extra staff were available 
and they were qualified in any areas you wished, would you please : 

(a) List below those subjects currently taught , where you think the 
additional specialists coul^make valuable contributions. 

(b) List over any additional subjects you think ought to be taught 

(c) List over any replacement subjects you 'think ought to be taught, 
together vdth the subjects they replace, 

(Would you please also indicate over, the degree of importance you would 
attach to these changes if they could be made) / 



(a) SUBJECTS CUteENTLY TAUGHT BUT FURTIIgR CONTRIBOnONS BY ADDITIONAL 
STAFF ;VOULD ml VAIX'ABIi!: 



Cut^i-ent subjects 
that would benefi^t 
by extra staff 


importance of 


additional specialised staff 


Very Necessary 

1 


1 Necessary. 


' Desirable but 
1 not necessary 
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(b) ADDIllCXNAL SUB Jl* CIS THAT WOULD BE TAtlbllT 



Additional Subjects 
(If staff available) 


Importance of these subjects given staff available 


Very Necessary 


Necessary 


Desirable but 
not necessary 


1 














j 

























\ 
1 
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(c) . SUBJECTS HIAT WOULD BE REPLACED V , 

It is possible that some subjects are taught mainly because parti cular^xstaff 

are knowledgeable in those areas, and if more staff were available such; iHbjects 

would be removed from the syllabus in order to allow time for more relevant material. 

If this is the case would, you please fill in Table (c) below. If yo'u do not wish 
to identify the subject please refer to it as subject X etc. 



Subjects (if $ny) 
that -would be 
removed (if extra 
staff available) 


Importance of REMOVAL (given staff available) 


Very necessary 


Necessary 


Desirable but 
not necessary 
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(D) Hero we arc concerned with decisions that may well have a strong 
influence within your department but are primarily made by people external 
to your department. For example consider the decision making body, assembly 
or individuals who decide on the actual allocation of teaching staff to 
your own department. 

Would you please indicate below by whom such a decision is officially or 
formally made 

i. By an individual ? Yes No If yes in what capacity 
or official position ? 

ii. By a Committee ? . Yes No If yes is the decision 

atrived by : a) vote Please tick 

b) chairman deciding " " 

c) other. Please specify 



(E) Although the replies given above may represent the formal state of 
af&irs, it often happens that decision making processe^are strongly influenced 
by informal links, strong personalities etc. For example in some Universities 
it may be that the office or role of Dean is synomonous with a particular 
decision function which is independent of WHO the occupant is. In others 
a similar decision may be a strong function of the attitudes or philosophy of 
the PERSON who occupies the role of Dean. Or, in the case of a committee, 
it may be that one of its members is of \{iQh academic status and hence may 

accorded influential role in an administrative decision making capacity 
even though this would not^^ perhaps, represrent the formal state of affairs. 

Perhaps you could indicate over to what extent you consider less formalized 
procedures are evident for the particular decision of staff allocation to 
your department . 

2-0 7 
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Please tick all the statements which you think are generally applicable to 



decisions associated with STAFF ALI.OCATION TO YOUR DEPARTOENT 



RULES 

2 — f 


(a) 


There are little or few established rules or criteria o.^ importance 




(b) 


There are some established rules or criteria of importance 




(c) 


There are many established rules or criteria of importance 




DECISIQN MAKING ROLES 


(d) 


Decisions are almost invariably made by the occupants of the official 
decision making roles or posts 




(e) 


On average decisions are made by the occupants of the official 
decision making role^ or posts 




(f) 


On average decisions are not* made by the occupants of the official 
decision making roles 




(g) 


Decisions are almost i'nvarisibly not made by the occupants of the 
official decision making roles 




(h) 


On average it seems that the decisions are equally distributed between 
occupants of the official decision making roles and others 





^ e.g. By those othd^ than the occupartts of the official decision making 
roles -e.g. forceful personalities, acknowledged 'wise' men. 



respected' academics, etc. 
Please add below any qualifying remarks or explanations you may wish to make. 
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(F) Wo would like to know something about the r«^wards'and sanctions that 

% 

are associated with your job. Tliese may be internal or external; for 
example it could bo that you become aware that you are giving a series 
of bad 1-ectures, and that this awareness may provide a sufficient 
motivational force for you to introduce changes. On the other hand you 
may receive Information from students or colleagues or perhaps the head 
of your department; all of which would have varying reward value either 
positive or negative. 



First however we would like to consider the SOURCES of your informati 



on. 



.Would you please indicate (by placing appropriate ticks in the columns of 
Table 3 below) the degree to which you use the inf.ormation sources given 
regarding your TEACHING EOLE ONLY . 



Table 3. . INFORMATION SOURCES. TEACIiING PERFORMANCE 



Degree 1;o which 
^ source is used 


Sources of feedback information 


Students 


Head of Dept. 


AcadeTnic j Self 
Staff 1 Awareness 


Very much 










Often 










Some*^imes 










Rarely 










Practically 
never 











Please add. below any qualifying remarks or explanations you may wii^h to make. 



ERIC 
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(G) Would you also indicate (by placing appropriate ticks in the columns 
of Table 4 below) the general or average level of the degree of informality 
associ'ated with the information sources you have just mentioned. e.g. A 
regular assessment or questionnaire regarding teaching performance would be 
classified as a well defined, formal .procedure, whereas a casual remark 
during a coffee break would be classified as a chance or very informal 
occurrence. 



Table 4. FORMALlxT/INFORMALITY OF INFOfolATiaN SOURCES 

ASSOCIATED WITH REGARDING TEACHING PERFORMANCE 



Formal 1 ty/In formal i ty 
of Source 


Sources of feedback information 


Students 


Head of Dept 


Academic i 
Staff . f 


Personal 
Awareness * 


Well defined, 
official or 
formal procedure 










Few rules, generally 
accepted and 
expected procedure 










Haphazard, chance 
occurrences, very 
informal 











* Of cours6 if your information- source is mainly your self perception then 
some of the formality categories may not be applicable. In this case 
please write N.A. . * ^ 

Please add below any qualifying remarks or explanations you may wish to make. 
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(H) Ha\'ing considered the various channels of informatioTTused 
regarding teaching performance, would you nov/ please undertake a 
similar grading regarding the IMPORTANCE OF EAC^ SOORCE TO YOU WITH 
RESPECT TO ITS fOARD VALUE - POSIHVE^^^ NEGAHtfE. For example you 
might consider the approval of the head of your department or formal 
figure in authority, to have a positive value and dissapproval 'to have 
a negative value; and these values may differ if originating from, 
other sources such as your colleagues. 

In completing Table 5 below would you please consider the source with 
respect to POSITIVE REWAI^S i.e. praise, congratulatory information 
etc., and place a tick in the appropriate rows to indicate the degree 
of importance to you of the sources indicated (and of course include 
your self awareness or respect as a source if you wish). 



Table B, IM PORTANCE OF SOJRCE REGARniVG POrT ETIVE ^^^:^MPS_::_T[j^ilLl^ 



Importance of 
source to 
you 


Sources of POSITIVE rewards to yourself. Teaching 


Students 


Head of Dept 


Academic 
Staff 


Self 


Other * 


Of the greatest 
importance 












Of considerable 
importance 












Of moderate 

importance 












Just about 

important 












Of mild concern 












Of littl6 or no 
concern 




i 









' * Please specify' 

Please add below any qualif/ing remarks or explanations you may wisli to make. 
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(J) \ln compleLiiuj Table 6 belov; would you please coasider the source 
with respect to NI-OATIVF-: P;^'.> . •^^^:)S i.e. di ssappruval, complaints, 
repriraaads, etc. 



Table 6. IMPO RTANCF. OF SOUi^Gly RI'G ARDIXG N^ TATfVE RKV/ARDS TCA GllTVG 



Importance of 
source to 
you 


Sources of NEGATIIT: rewards to yourself. Teaching 


— ■i - 

Students | Head of Dei)t ^Academic Staff 


Self'^* 


Other- 


Of the greatest 
importance 












or considerable 
importance 












Of mo(jlorate 
importance 












Just about 
important 






4 






Of mild concern 












Of little or no 
concern 













* Please specify 

Here the importance of self as a source of negative rewards would be 
associated with the dissatisfaction you felt at your teaching performance 

Please add below any qualifying remarks or explanations you may wish to make. 
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(K) Given that an aim 6t objective of your department is to UNDERTAKE 
RESEARCH, would you please indicate how important you think this activity 
is regarded by your department * on the whole at present 
* Not yourself 

Please place a tick in Table (7) below. 



Table (7) RESEARCH 



Of very great importance 




Of considerable importance 




Of moderate importance 




Just about important 




Of mild importance 




Of little or no importance ' 



Please add below any qualifying remarks or explanations you may wish to make. 
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(L) Again we are concerned with decisions that may well have a strong 
influence within your department but are primar-Jly made by people external 
to your department. For example consider the decision making body, 
assembly or individuals who decide on the actual allocation of capital 
equipment funds to your own department. 

Would you please indicate below by whom such a decision is offici ally or 
formally ma de 

i. By an individual ? Yes No If yes in what capacity 
or official position ? 

ii. By a committee ? Yes No If yes, is the decision 
arrived by : ' a) vote Please tick 

b) chairman deciding " " 
/c), other. Please specify: 



(M) Although the replies given above may represent the formal state of 
affairs, it often happens that decision making process are strongly influenced 
by informal links, strong personalities, etc. Perhaps you could indicate 
over to what extent you* think this, is evident for the particular decision 
of allocation of capital equipment funds to your, department. 

Here please regard the terms role occupants, decision makers etc. in a 
similar manner to that in which you gave your views concerning the decision 
of staff allocation. 
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Please tick all the statements which you think are generally applicable to 
decisions associated with ALLOCATION OF CAPITAL ROl/lIPME.NT FUNDS 



RULES 



(a) There are little or few established rules o^ criteria of importance 




(b) There are some established rules or criteria of importance 




(c) There are many established rules or criteria of importance 




DECISION MAKING ROLES . 


(d) Decisions are aljiiost invariably made by the occupants of the official 
decision making roles or posts 




(c) On average Aiecisions are made by the occupants of the official 
decision/making role's or posts 




(f) On av/enrage decisions are not^ made by the occupants of the official 
de^sion making roles 




(g) /Decisions are almost invariably not made by the occuprants of the 
/ official decision making roles 




(li) On average it seems that the decisions are equally distributed between 
/ occupants of the official decision making roles and others 





* e.g. By those other than the occupants of the official decision makiag 
roles - e.g. forceful personalities, acknowledged *wise* men, 
respected academics, etc. ' 



Please add below any qualifying remarks or explanations you may wish to make. 



\ 
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(N) Again we would like to know something about the rewards and sanctions 

' 1 

tjiat are associated with your job. These may be internal or external; for 
example it could Ue that you become aware that your research is of goo^^-^.^ 
of poor standard, and that this awareness may provide a sufficient 
motivational force for you to introduce changes. On the other hand you 
may receive information from research students or colleagues or perhaps the 
head of your department; all of which would have varying reward value 
either positive or negative. 

I 

First however we would like to consider the SOURCES of your information. 

Would you please indicate (by placing appropriate ticks in the columns of 
Table 8 below) the degree to which you use the information sources given, 
regarding your RESEARCH ABILITIES ONLY. 



Table 8. INFORMAT m SOURCES. PERSONAL RESEARCH ABILITY 

~ 



Degree to which 
source is used 


Sources of feedback information 


Students 
(Research) 


Head of 
Dept 


Academic Staff 
(including other 
Universities) 


Personal 

observation/ 

awareness 


Published 
Material 


Other 


Very much 










^ — !— 




Often 














Sometimes 














Rarely 














Practically 
never 


1 













Please add below any qualifying remarks or explanations you may wish to make 
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(0) Would you also indicate (by placing appropriate ticks in the columns 
of Table 9 below) the general or average level of the degree of infox'mality 
of the information sources you have just mentioned. 

Table 9, FORMALITY/INFORM AL ITY OF INFO nr.! ATI ON SOURCES 
REGARDING P E RSONAL FiESEARGH ABILI T Y ' 



Formality/ 
Informality 
of Source 


Sources of feedback information 


Students 

( Rp^paTCh^ 

\ CIX ^ 11 / 


Head of 
Dept 


Academic Sttfl 
(incl» other 
Universities) 


' Personal * 
observation/ 
awareness 


Published 
Material 


Other 


Well defined, 
formal 
procedure 


/ 












Few rules, 
generally 
normally 
accepted 
procedure 














Haphazard, 
chsnce 
occurrences, 
very 
informal 












\ ■ 



* Of course if your information source is .mainly your self perception 
then some of the formality categories may n<^i he applicable. In 
' this case please write N.A. 
Please specify 



Please add below any qualifying remarks or explanations you may wish to make. 



t 

I 



30 



28 



(P) Having considered the various channels of information used regarding 
iRsearch pei&rmarce would you now please undertake a similar grading 
regarding the IMPORTANCE OF EACH SOURCE TO YOU WITC RESPECT TO ITS mURU 
VALUE - POSITIVE & NEGATIVE. For example you might consider the approval 
of the head of your department or formal figure in authority, to have a 
positive value and dissapproval to have a negative value; and these values 
may differ if originating from other sources such as your colleagues. 

In completing Table 10 below would you please consider the source with 
respect to POSITIVE REWARDS i.e. praise, congratulating information etc., 
and place a tick in the appropriate rows to indicate the degree of importance 
\o you of the sources indicated (and of course inclvde your self awareness 
or respect as a source if you wish - under personal observation. 

Table lO. IMPORTANCE OF SOURCE I^GARDING^'PGSITIVE REWARDS - RESEARCH 



Impartance 
of spux-ce 
to you. 


Sources of POSITIVE rewards to yourself. Research 




Sltudents j 
(Research) 


Head of 
Dept 


Academic Staff 
(inc!U other 
Unive *sities) 


Personal 

obserration/ 

awqresess 


Published 
Material 


Other* 


Of the utmost 
importance 














Of considerable 
importance 














Of moderate 
importance 














^Just about 
important 














Of mild concern 














Of little or 
no concern 















• Please specify 

Please add below any qualifying remarks or explanations you may wish to make. 
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(Q) In completing Table 11 below would you please consider the source 
with respect to NRCATTVT: RRVJAK^HS i.e. dissapproval, complaints, reprimands, 
etc. 



Tabic 11. Tf.TonTANcr^ OK m mcii vRcmnxG mcmvE R£v;ARns - reseakcr 



Importance 
of source 
ta you. 


Sources of KL'GAnVE rewards to yourself. Research 


Students 


1 Head of 
Dept 


Academic Staf ; 

Cincl ntlipr 
Universities) 


: Personal 

nh<?PTTfnt 1 on / 

awareness 


Published 


V 


Of the utmost 
importance 














Of considerable 
importance 














Of moderate 
importance 














Just about 
important 














Of mild concern 

V 














Of little or 
no coac*ern 















Please specify 



Please add below any qualifying remarks or explanations , you may wish to make. 
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(R) In the tables that follow we are again considering teaching and research 
activities but the concern here is with the degree of communication. We 
would like to have some idea of how frequently you communicate with your 
head of department and peers on various topics. A communication is regarded 
as the transmission of informat^ion via any channel, e.g. oral, written etc. 
and is assumed to take place in 'incidents' i.e. a meeting, report, telephone 
conversation etc. 

In Tables 12 and 13 would you please try and give your impression of the 
average frequency of occurrence of these 'incidents' or interactions for 
you personally and ^only for the topics mentioned, first with your head of 
department and second with other peer members of the department. 



Table 12. Interaction with HEAD 01- DEPARTMKNT 



Topic 


Average frequency of interaction with HEAD OF DEPARTMENT 


Daily 


Weekly 


Monthly 


Termly 


Yearly 


Almost 
Never 


Syllabus/Timetable 














. I . — 

Student Progress 














Quality/Progress 
of Lectures 














Current Research * 










1 





Table 13. Interaction with DEPARBIENTAL PEERS 



•Topic 


Average frequency of interaction with DEPARTMENTAL PEERS 


Daily 


Weekly 


Monthly 


Termly 


Yearly 


Almost 
Never 


Syl labu s/Ti mo t able 














Studont Progress 














Quality/Progress 
of Lectures 














Current Research 















Nature of work, progress, changes in, etc. 
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QUESTIONNAIRE 



DEPARTMENTAL PROCED UR ES 2 
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INTRODUCTION TO DEPARTMENTAL QUESTIONNAIRE 



As an academic in your Department, certainly some or roost of your 
energies will be channelled into research and/or teaching. These " 
portions of your wox'k we name "academic activities". In addition, 
you will presumably be to some extent involved in other chores and 
procedures such as processing student applications, writing reports 
on students' progress, organising seminars and tutorials, -Amending or 
approving or writing syllabi for certain courses, expressing opinion 
about and influencing Departmental concerns by'written notes or at 
some committee meeting... etc. All such diverse occupations we 
name "administrative activities". 

This questionnaire constitutes part of a larger study intx) the comparative' 
effectiveness of administrative structures in higher education. . In 
particular it iSvConcerned with the effectiveness of administrative 
structures at the Departmental level. For these reasons, it would 
be of the greatest assistance to the study if you could complete the 
following questionnaire, having regard to all administrative activities 
which involve yourself. 

The questionnaire^ is designed to provide information ^ibout the follovdng 
particular measures of administrative effectiveness and structure: 
centralisation of authority; formality and standardisation of ' , 

aiLaiuistrative procedures; degrees of role specialisation, specification, 
and supervision; committee measures; information flows; involvement 
.of academics in administrfjtion; climates of confidence, co-operativeness 
and understanding between academia and administration; speed and quality 
of decision-making procedures; adaptability and flexibility of the 
system; various ef f 'ciencies, such as freedom of academics from routine 
chores; general satisfaction , with administration; and a few others. 

Thank you for your co-operation in this part of the study. 

Your replies v^ill, of course, be trotted nitlji th3 strictest confidence. 
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This section contains (i) a list of Statements (ii) a reply stieet and 
(iii) comment sheets. 

Read through the list of statements, considering each of them as applied 
to your role and situation in the institution. You are asked to grade 
each statement into on e of the five categories. i 

. . Definitely true 

Mostly true 

Neither true nor false (or irrelevant) 
Mostly false 
Definitely false 

In making these gradings please try to complement direct knoTVledcfe and 
experience with a degree of judgment; the statements were not designed 
to be taken too literally and it would be, helpful if you would reply 
in an impressionistic manner to some of the questions. 

For each question, your grading is to be marked in the appropriate place 
on the reply sheet. Additional or qualifying remarks can be made on 
the comment sheets. 

Note In the questionnaire, the foil/owing definitions apply: 

A Faculty is a major educational bloc within the institution, e.g. 
Faculty of Arts, Faculty;^ of Social ^Science, Faculty of Medicine, etc. 
(The term faculty is not applied to academic staff). 

i 

A Department is a relatively specialist subject group located. within 
some Faculty, e.g. Department of Chemistry and Department of Physics 
may be located with the Faculty of Pure Science. 

A committee is any group of people who meet with some common purpose 
and have the ability to act collectively in sonie sense. - 

Academic staff refers to all teaching and research staff of all grades, 
including assistants. 

Administrative staff (administrators) refers to all personnel appointed 
specifically to assist the aduinistrative function of the institution, 
both the central administration and that of Faculties and Departments. 

A course of instruction is one term or seraeste/s instruction on a particular 
topic . 
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(i) List of Statements 

The numbering of the following statements is used for identification 
purposes in the reply sheet. 

1. I have a fair say in Departmental decisions. 

2. Apart /from teaching hours, I am free to deploy my time as I see fit, 

3. Departmental decisions are mostly taken, by the Head ^f the Department. 

4. Departmental decisions are mostly taken by a committee. 

5. In the making and taking of Departmental (decisions, informal processes 
have greater effect than formal processes. 

6. Faculty decisions, are mostly taken by one or two individuals. 
'7. Faculty decisions are mostly taken by some committee. 

8. In the making and taking Of faculty decisions, informal processes 
have greater effect than formal processes. 

9. T am a member of two or more committees. 

10. Mos^t of the time I spend at committee meetings is wasted. 

11. I am a member of a committee which contains both academics and 
administrators. 

12. The institution contains large clumsy governing bodies with dozens 
of committees- that irregularly meet, or when they do nothing much 4s 
accomplished. 

13. I am not really involved with administrative processes. 

14. I spend too much of my time on administrative chores. - 

15. I am not much involved in Departmental or Faculty decision making 

16. I usually lunch with my academic colleagues. 

17. Lunch time is sometimes given to informal working discussions. 

18. The supervision of my work, such as it is, -is largely informal. 

19^ There is some conflict betwe^en the interests of different members 
of my Department, 

20. There is a good team spirit within the Djepartraent. 

21. Most academics are pre~occupied with their personal careers 
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22. Other ^Departmental members express little interest in my work. 

23. The Departijienl is united in commonly understood yoals. 

24. I feel I make a meaningful contribution to^ the Department. 

25. I feel I make a meaningful contribution to the in'stitution as a whole. 

26. I feel my job is beneficial to society* 

27. I am satisfied with my career prospects. 

28. I am satisfied with my salary. 

29. * If I were dissatisfied with my jobj the* only effective remedy would 

be for me to leave it. - ' 

30. On the whole, I am satisfied with my job. 

31. Adninistrative processes could be much less clumsy than they are at 
present. 

32. There are many diverse links betvreen central Administration and 
particular Faculties, Departments and individual academics.* 

33. Communication between central admini stration * and particular Faculties, 
Departments and individual academics is almost entirely channelled 
through a particular office and/or a few individuals. 

Note - in the following statements, by "decisions'* we mean decisions 
affecting the Department or possibly the Faculty. 

34. Decisions are taken on a professional and well-informed basis. 

35. Decisions take too long being made. 

36. Decisions are rarely taken by the people most affected b'y them. 

37. The real merits of a proposal often have little influence on whether 
the. proposal is accepted or rejected. 

38. In making and taking decisions, political ability is more^important 
than common sense. 

39. Decisions are often amateur, ill-informed, or ad hoc. 
40^ There is adequate consultation in decision processes. 



41. T rarely have any communication at all with administrators. 

42. I sometimes ask advice of an administrator 

43. I am friendly with an . administrator. 

44. My activities often bring me into verbal (includes telephone) 
contact with an administrator. 
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45. I understand the frustrations which confront administrators in the 
institution. 

46. Administrators often v\rrite to me requesting or giving some information. 

47. My communication (such as it is) with administrators is mostly indirect 
(e.g. via the Head of Department). 

48. 1 consider administration a necessary evil. y 

49. I avoid all unnecessary contact with Administration. 

50. Academics and administrators in general tend to keep^-contact with 
each other at a bare minimum. 

51. I feel that administrators have confidence in and comprehension of 
the goals and actions of academics. 

52. I have confidence in and comprehension of the goals and actions of 
administrators. 

53. I am pre-disposed to regard an administrative communication as a 
potentially unwanted intrusion. 

54. My academic problems are such that I have little time or energy for 
admirn strative activity. 

55. I am grateful for the services of administrators. 

56. When I communicate with administrators it is nearly always in a ; 
formal capacity. ^ 

57. I find it awkward relating to and informally communicating with most 
administrators. 

58. There is a general spirit of co-operation between academics and 
administrators, 

59. . Academi-cs and administrators co-operate effectively in commonly 

understood goals. 



Note - the following group of statements (Nos. 60 - 78) concern your 
teaching activities. - If you have no teaching duties, do not 
respond to tbis^group of statements. 

60. I have a free hand in choosing the detailed content of the courses 
I teach. 

61. I have a great say in the construction of the syllabi for the 
courses J teach. 

62. I have a free hand in choosing the methods I employ to teach and to 
assess students. 

63. I must grade each student in each course I teach. 
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64. I must write formal reports on some students' progress. 

65. There is a formal procedure by which my teaching performance is 
assessed. 

66. I am sometimes informally advised by my academic peers as to how 
I might improve? ray teaching. 

67. If a student does not consider my teaching satisfactory, he may 
make sorae formal appeal or protest to an individual or body which ' 
has powers over me. 

68. Students almost always accept my teaching without conlplaint. 

69. There is a good informal relationship between my students and myself 

70. My teaching is not effectively supervised. 

71. \ My teaching benefits often from informal discussion with other 

members of my Department. 

72. Teaching is generally regarded as a chx)re rather than an ajiademically 
fulfilling occupation. i 

73. Within my Department, teaching is allocated on a formal logjistic 
basis. (That is to say, according to some numerate rule specifying 
total number of teaching hours per academic staff member per year, 
or some similar rule)% • i 

. I 

74. Within my Department, teaching is allocated informally by .the Head 
of the Department. \ 

75. What I teach could be taught capably by most of the other members of 
the Department. 

tb^ Each of the courses I teach could be capably taught by some other 
member of the Depar1;ment. 

77. In terms of my teaching performance, I am accountable to a particular 
individual (e.g. the Head of Department). 

78. In terms of ray teaching performance, I am accountable ^to a group of 
people (e.g. a Departmental committee). 



Note - the remaining statements (nos "^9 - 9l) concern your research 
activities^ If you do not engage in research, do not respond to 
this group of statements. 

79. My research is almost always personal. That is to say, I am not 
usually one member of a research team, but collaborate with at most 
one jother person 

80. I am free to do whatever research I want to do. 



I 

i 
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81. I often do research under contract and for material gain. 

82. I often do research purely because of my personal interest in a topic. 

83. If I did less research, my professional status within the Department 
would drop significantly. 

84. Research output is essential to my career prospects. ' 

85. I consider an academic is best judged according to his research output 

86. I do not have time to do much of the research I would, like to do. 

87. I am aided in my research by assistants and/or students. 

88. My allocation of research assistants/students is according to a formal 
set of rules. 

89. If I wanted another research assistant/student I could probably obtain one. 

90. I must write formal reports on my research activities. 

91. I often seek informal advfce about my research from other Departmental 
members ' '"'•^ 
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(ii) Rl'Tl.Y SIIEKT 



Statement 
Number 


Definitely 
True 


Mostly 1 
True 


Neither 
true nor 
false (or 
irrelovant) 


Mostly 
false 


Dof i n 1 tol V 
false 


1 












2 












3 




— 








4 












5 












6 












7 








\ 






8 








-\ 






9 














10 . 














11 










-\ 




- 12 













13 













14 












15 












16 • 

17 " 






















18 












19 












20 












21 

_ — . f 












22 












23 , 












24 










- 


25 












26 












27 












28 












29 












30 












31 












32 


i 








j 


33 

Ml . : 










i 


34 
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(ii) REPLY SllEKT (Continued) 

/ , 



StatGi.ient 




;uo 


.)o' tiier 
true :ior 
r::lso Cor 


..ostiy 

iUlGC 


false 
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39 












40 












41 












42 












43 












44 












, 45 












46 












47. 












48 












49 












50 












51 












52 












53 












• 54 












55 












56 












57 












58 












59 












60 












61 












62 












63 












64 












65 












66 












67 












68 












69 












70 
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(ii) REPLY SIIEET (Continued) 



Statement 
Number 


Definitely 
True 


Mostly 
True 


Neither 
true nor 
false (or 
irrelevant) 


Mostly 
false 


Definitely 
false 


71 






/ 






72 






/ 






73 






/ 






74 






7 

/ 

/ 






75 













76 












77 


/ 










78 


r 










79 








■ 




80 












81 












82 / 












83 /' 












/ — • 

84 












85 












86 












87 












88 












89 












. 90 












91 
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(i) Estimnto llie entries in the followituj iQble as roalistical-ly 

as you can, 

This survey reTers to all w ritten c oniMUMi cat j ort s r -eived by you from 

any other person or olTice .in the institution in the period of one w eek, 

Elxcluding only your personal secretary 

Note s: An "un informative, valueless" communication, generally goes 

straight into the waste bin and leaves you the same as if you 
had not received it. 

An "informative, no response" cominunicatior tells you something 
of interest or value, but requires no actim on your part. 

An "informative, response" communication not only tells you 
something of interest or value, but also requires some action 
on your part (e.g. a reply, or adjusting your time table etc.) 



Source 


Total No. 
of Comm- 
unications 


Uninformative 
Valueless 


i nformative 
No Response 


Informative 
Response 


^Official 










Administration (^^^^^^^^ 










, , . ^ Official 










Academics — ^-^ 

Informal \^ 










Other internal mail \ \ 

1 
\ 


-A ■ 









Qualifying Remarks would be herpful if you could indicate which .of 

the Activities listed in Section I accounted for the 
greatest proportions of the above communications) : 
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(ii) In carrying out your work, how often do you use the following 
channels in communicating with other administrators and with academics: 

Note: Here we are interested in relative frequencies. Thus if you 
communicate with academics very rarely, but when you do it is 
nearly always by means of a written note, then you should tick- 
the box "very frequent" for written xommuni cati on with academics. 





ADMINISTRATORS 


ACADEMICS 


CHANNEL OF 
COMMUNICATION 


VERY 
FREQUENT 


FREQUENT 


SOME- 
TIMES 


MRELY 


NEVE.^ 


VKRY 
j FREQUENT 


FREQUENT 


SOME- 
TIMES 


R.APu^.LY 


NEVEI 


DIRECT MEETING 






















GROUP MEETING 
e.g. COMMITTEE 






















TELEPHONE 






















WRiriEN 






















OTHER 
(SPECIFY) 

' 'V *^ 























Qualifying remarks: 
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ADM INIST RATIVE QUESTIONNAIRE 



I' 
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The questionnaire is divided into three sections : 

Section I provides basic Information on the nature of the administrative 
work carried out by the respondent. 

Section II is designed to^provide information about the structure of the' 
institution's administration as perceived by the respondent . In particular, 
the questionnaire is geared to test the applicability and relevance of the 
following measures of administrative structure : the centralisation of 
authority; the formality and standardisation of administrative procedures; 
the degree of role specification within administration; the unity 
(psychological and physical) of the admini stratipn ; the importance of 
informality in processes; the pressure on the individual within the system; 
the climate of confidence and understanding between administrators and 
academics; the job satisfactions within administration; the adaptability 
and flexibility of the administration; degrees of communication; and one 
or two others. 

Section III requests concrete information regarding communications between 
/various factions of the institution. 



Data gathered from this questionnaire will be used as part of a larger 
study- into the comparative effectiveness of alternative administrative 
structures in institutions of higher education throu-ghout Europe. 



Replies to all sections of the questionnaire will, of course, remain 
strictly confidential. Thank you very much for your co-operation in 
this study. 
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I. INFORMATION RKQUEST 

Wri.te in the table below a concise list of the administrative activities 
for which you are responsible. Ag^ainst each activity indicate the 
approximate percentage of working time spent on it. 

Note : Do not divide your work into functional segments suah as 
writing letters, attending cora:nittees etc., but into particular 
responsibilities sueli as maintaining student records, scheduling lecture 
rooms, organising Degree ceremonies, etc. 



ACliVITY 


ESTIMATED; % TIME 


... t 

f 
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11. OUESnONNAIRE \ 

This section contains (i) a\list of statements (ii) a reply sheet and 
(iii) cofflment sheets. 

Read through the list of statem^ts, considering-'each of them as applied 
to your role and situation in administration. You are asked to grade 
each statement into one of the f iveXcategories 

Definitely tri^e 
Mostly true 

Neither true nor\false (or irrelevant) 
^ Mostly false 

Definitely false 

In making these gradinqs please try to complement direct Kuowledqe and 
experience with a degree of judgment: the state)hents were not designed 
with literal exactness in mind . 

For each question, your grading is to be marked in the appropriate place 
on the reply. sheet. Additional or qualifying remarks can be made on 
the comment sheets. 

N otes : In the questionnaire, the following definitions apply. 

A Faculty is a major educational bloc within the institution, e.g. 
Faculty of Arts, Faculty of Social Science, Faculty of Medicine, etc, 
A Department is a relatively specialist subject group located within 
sojie Faculty, e.g. The Department of Chemistry and The Department of 
Physics located within the Faculty of Pure Science.- 
A (Committee is any group of people who meet with some common purpose 
and have the ability to act collectively. 

Academic s taff refers to all teaching and research staff of all grades, 
including assistants. 

Administrative staff (administrators) refers to all personnel appointed 
specifically to assist the adaiinistrative function of the institution, 
both the central administration and that of the Faculties and Departments. 



53 

'50 



(i) List of Statements 

The numbering of the following statements is used for identification 
purposes in the reply sheet. 

1. The activities listed in Section T provide a'tjlear and complete 
account of my responsibilities. 

2. Many of my activities are not sufficiently well-defined to be listed. 

3. The activities listed in Section T are my officially recoijnised 
functions. 

4. I engage in many infdrmcil activities which are not off icially my 
responsibi li ty. 

5. Sometimes I am not sure whether a particular task which arises is 
my responsibility. 

6. The activities in which I engage do not change much over the years. 

7. The functions I carry out are subject to regula]*' and formal reviews.^ 

8. On the whole, I do what I am expected or instructed to do. 

9. On the whole, I ain free to carry out my work as I see fit. 

10. My work is constantly supervised. 

11. I am accountable for my work to a particular individual. 

12. I am accountable for my work to a group of people. 

13. I often ask advice of my administrative peers. 

14. I must write regular written reports of my work. 

15. If I were to work a little less efficiently, it probably would not 
be noticed. 

16. I perform essentiaUadministrative tasks. * 

17. Situations rarely arise in which I a.n required to use initiative. 

18. Most of ray work consists in performing routine tasks. X 

19. I usually know v/hat my work is to be at least a day in advance. 

20. I rarely make decisions myself. 

21. Decisions made at work usually follow standard guidelines. 

22. * My actions and options at work are mostly prescribed. 

23. The administrative processes in which T am occupied are inflexible, 
allowing little room for improvisation. 

21. I have a clear understanding of how the administration functions as 
a whole. 
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25. I soraetimeis ask advice of administrators from other branches of 
administration. 

26. Personnel in dther branches of administration clo not understand my job. 

27. Practically no other administrator is sufficiently trained to take 
over my job without at least one month's training. 

28. T have never worked in other branches of administration. 

29. My work rarely brings me into formal contact with other branches of 
administration. , 

30. » The various branches of administration co-operate effectively as a unit. 

31. There is some conflict between the Interests of different branches of 
administration. 

32. Different administrators usually understand each others* tasks well. 

33. [different administrators are united In commonly understood goals. 

34. There is a good team splrl t 'w1 thin administration. 

35. Most administrators are pre-occupled with their personal careers. 

36. Within the scope of my activities, Informal processes accomplish more 
than formal processes. 

37. I often seek informal advice in carrying out my work. ' 

38. Without informal inter-actions my work would be greatly handicapped. 

39. The supervision of my work, such as it is, is largely informal. 

40. My work is such that I rarely need to consult other people. 
•11. Other administrators express little interest in what I do. 

12. I feel I make a meaningful contribution to administration as a whole. 
43 , I feel I make a meaningful contribution to the whole institution. 

44. I feel my job is beneficial to society. 

45. My job satisfaction depends greatly upon the approbation of 
administrative colleagues aid peers. 

46. I seem to spend all my day writing letters and making telephone calls. 

47. T am satisfied with my career prospects. 

48. I am satisfied with my salary. 

49. I strongly believe in the value of higher education. 

50. If an administrator v/ere dissatisfied with his job, the only effective 
remedy would be for him to quit. 

51. On the whole, I am satisfied with my job. 



52. I sometimes ask advice of an academic. 

53. - I am friendly with more than one academic. 

54. My activities often bring me into verbal contact (includes telephone) 
with an academic. 

55. I understand the motjivations of acadQmics well. 

56. I understand well the frustrations v/hich confront academics in my 
institution. ... 

57. I consider it one of my fundamental duties to assist and advise 
academics In any administrative matter of which I have knowledge, 

58. Academics often write to me or consult me about some administrative 
matter. 

59, ' My communication with academics is almost entirely via one or a few 

people holding official posts (e.g. Heads of Faculties or Departments). 

60. When I communicate with academics, it is almost always in a formal 
capaci ty, 

61, I find it awkward relating to and communicating with most academics. 

62, There is a general spirit of co-operation between academics and 
administrators, 

63, Academics and administrators co-operate effectively In commonly 
understood goals, 

64, Academics tend to regard administrators as Inferiors or menial helpers. 

65, Academics do not understand the complexity and delicacy of administrative 
processes, 

66, Academics tend to. think of administration as a necessary evil. 

67, Academic^ often criticize administration in my institution, 
60, Academics \oftPn express gratitude for administrative services, 

69. Many academics are too pre-occupied to appreciate administration. 

70. If and when I initiate communication with an acadenfic, there is a 
pre-disposition for one of us to view it as a potentially unwanted 
intrusion. 

71. On the whole, I have confidence in the goals and actions of academics. 

72. I feel that academics have confidence and comprehension of my own goals 
and actions. 

73. I avoid all unnecessary contact with academics, 

71, Academics and administrators tend to keep contact with each other at 
a bare minimum. 
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75. The iiist itution contains'large clumsy (joverning bodies with dozens 
of commiUees that i rregulariy meet, or when they do nothing much 
is accomplished. 

76. In administration, decisions are taken on a professional and well- 
informed basis. 

77. Administrative decisions take too lo/^g being made. 

78. Administrative decisions are rarely taken by the people most affected 
by those decisions. ^ 

79. Administrative processes could be much less clumsy than they are at 
present. 

80. The real merits of administrative proposals do not have a great 
influence on whether the^ proposals are accepted or rejected. 

81. In 'my administration, political ability is more important than 
practical sense. 

82* Administrative decisions are often amateur, ill-informed, or ad hoc. 

83. I am a member of more than one committee. 

84. I am a member of a committee which contains both administrators and 
academics. ' 

85. I consider academics and administrators to be professional equals. 

86. Most of* the time I spend at committee meetings is wasted. 

87. I often discuss my work informally with my colleagues. 

88. I usually lunch with my colleagues. 
Lunch time is sometimes given to informal working discussions. 
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90. There are many diverse links between central administration and 
particular Fdculties. 

91. Communication between central administration and particular Faculties, 
is almost entirely channelled through a particular office or a few 
particular individuals. 
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(ii) REPLY SHEET 



Statement 
Number. 


Definitely 
true 


Mostly 
true 


Neither 
true nor 
false (or 
irrelevant) 


Mostly I 
false 


Definitely 
false 


1 












2 








* 




3 












4 












5 












O 












7 












8 












9 












10 


'V — 










'11 


y 










12 












13 












14 • 












15 












16 












17 












18 . 












19 


V. 










t . 

20 












21 












22 













23 












24 












25' 












26 












27 












28 












29 












30 












31 












32 












33 












34 












35 
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(Continued) 



Number. 


jjeimx teiy 
true 


Mostly 
true 


Neither 
true nor 
false 


Mostly 
false 


Definitely 
false 


36 












37 












38 












oV 












40 












41 












42 












43 












44 




c 








45 












46 












.-^"^ 












48 












49 












50 












51 












52 












53 












SI 












55 












. 56 












57 












58 












59 












^ 60 












61 












62 












63 












64 












65 












66 












67 












68 












69 












70 












. 71 












72 












73 












74 
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(Continued) 



Statement 
Number. 


Definitely 
true 


Mostly 
true 


Neither 

false (or 
irrelevant) 


Mostly 

f fll<!P 


Definitely 
false 


1 o 












f o 
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7ft 








1 




* i 

7^ 












80 












81 




- 








82 












83 













84 












85 
























87 












88 












89 












90 












91 
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III. COMMUNICATION SURVEY 

(i) Estimate the entries in the following table as realistically 

as you can, 

This survey refers to a ll written communications received by you from 
any other person or office in the institution in the period of one week . 

* Excluding only your personal sefcretary 

Notes : An "uninformative, valueless" communication generally goes 

straight into the waste bin and leaves you the same as if yuu 
had not received it. 

An "informative, no response" communication tells you something 
of interest or value, but requires no action on your part. 

An "informative, response" communication not only tells you 
something of interest or value, but aiso requires some action 
on your part (e.g. a reply, or adjusting your time table etc.) 



Source 


Total No. 
of Comm- 
unications 


Uninformati ve 
Valueless 


Informative 
No Response 


Informative 
Response 


Official 










Administration* ^ ^ 

^ Informal 










A J . ^ Official 
. Academics 










^ Informal 








Other internal mail 









Qualifying Remarks (It would hi^ helpful if you could indicate which of 

the activities listed in Section I accounted for the 
greatest proportions of the' above communications) : 
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(ii) In carrying out your work, how of ten. do you use the following 
channels in communicating with other administrators and with academics: 



Not e: Here we are interested in relative frequencies. Thus if you 
communicate with academics very rarely, but when you do H is 
nearly always by means of a written note, then you should tick 
the box "very frequent" for written communication with academics. 







ADMINISTRATORS ACADEMICS 






CHANNEL OF 
COMMUNICATION 


VERY 

EHEQUEN'P FREQUENT 

: 


t 

SOME- , 
TIMES j 


1 

1 

RARELY j 


I' 

NEVER 


VERY ' 
FREQUENT 


FREQUENT 


SOME- 
TIMES 


RARELY 


NEVER 


DIRECT MEETING 


1 




















GROUP MEETING 
e,g. COMMITTEE 






















lELEPHONE 






















WRITTEN 




i 














OTHER 
(SI^ECIKY) 


1 
t 

1 

1 



















Qualifyiny remarks: 
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INFO R MA T 1 0 N SHEET 
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I. THE TOTAL INSTITUTiaN 
Name of institution • 



(i) Basic Statistics 
Note: Refer to Glossary for definitions of terms used. 



lOt^ai uuiuoer oi empxoyet^o 

(includes academics, administrators, 
technicians, secretaries etc., 

Kilt ovn 1 II r!** <: <;tiiHpnt<;) 


- 


Total number of academics 




Total number of administrative staff 




Number of secretarial 
appointments under admin i strati on 




Perceri^tage of total academic staff in 
scientific/ technological disciplines 




Number of First Degree students 




Number of Higher Degree students 




Total annual recurrent expenditure o 




Gross remuneration for all acarferaics 




Gross remuneration for all administrators 





Qualifying remarks : 
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{ i i ) The Institution's Formal Structure 



A concise description of the institution's formal structure is required. 
This should be diagrammatic wherever possible, and contain reference to : 

(a) Basic organisational divisions ( into Areas, Faculties, Departments). 

(b) Committees and User Groups 

(c) Officers 

(d) Administrative structure 

To illustrate the detail and type of Information required, example replies 
valid for, the University of Sussex in England are enclosed. 

(N,B« - The examples provided with original .questionnaire have 
not been reproduced for this Annex..; 

Note that the detailed inter-relationships between (a), (b), (c) and (d) 
are not required. This informaition. should emerge from other parts of 
the study. Here we are concerned primarily witli the patterns of 
heirarchical and horizontal organisation within the institution. 
Simplification is permissible, but an indication of this should be given 
in a qualifying remark." 

For this section, you are requested to provide your own answer sheets. 



In addition to the above, please answer the following question : 



Is there, within central administration , one specific office 
or unit assigned the task of looking after the administrative 
affairs of : 





Yes 


No 


(a) One specific Faculty only ? 






(b) One specific Department only ? 







Is there, outside central administration , one specific office or 
assigned the task of looking after the administrative affairs of 





Yes 


No 


(a) One specific Faculty only 






(b) One specific Department only 








(iii) Status of Institution relative to Environmental Constraints 



If exact figures for the following information; are unobtainable, it is 
suggested that you try to get rough estimates of them from the parties 
in your institution most likely to know. 

1. Recurrent Expenditure 

Total annual recurrent expenditure (see glossary) is divided into 
gross remuneration of academics, gross remuneration of administrative 
staff (both excluding secretarial support) and "other" 
annual recurrent expeauiture. 

The sources of each type of annual recurrent expenditure we divide into 
four categories: direct state (national or local) grgfftts; private 
donations, bequests, funds; self-generated funds such as student fees; 
and "othei*' sources, 



In what approximate proportions are the three types of annual recurrent 
expenditure provided by the various sources ? 





Cross Remuneration 
of Academics 
(Approx. %) 


Gross Remuneration 
of Administrators 
(Approx. %) 


Other < 
(Apprx)x. %] 


Direct State Grants 








Private 








Self-Generated 








Other (Please specify) 










Qualifying remarks : 
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.2. Capital Assets 

»* 

By the "total capital assets'* of your institution is meant the combined 
value of all the equipment, buildings, land, leases, etc,, used by the 
institution. 

Does your institution' constitute a body capable of holding independent 
legal title (ownership) of any of its capital assets, and if so about 
what percentage of its capital assets are self-owned ? Or are all 
capital assets automatically state-owned ? 



Yes, (indicate 
approximate % 
self-owned) 


No, state-owned 


Other (speciiy) 









In the past, how important, have private bequests/donations been in 
developing the institution ? 



Very important 


Important 


Slightly important 


Unimportant 











Qualifying remarks : 
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3. Political Affairs 



How many important officers are there in your institution in whose 
appointments the institution has little effective say ? And do 



these officers carry real powers or are they largely token posts ? 
(That is to say, could such officers seriously affect the processes 
of the university, if they had a mind to ? ) 













One 
Officer 


Two 
Officer 


Kore 
than two 


Real Powers 








Token Posts 









Is the political co-ordination of your institution well-defined by 
charter and/or constitution ? And if so. does this define voting and 
representation rights for major matters of policy and implementation 





Yes 


No 


CoiiSti tut ion/Charter 






Voting/Representation 
; rights 







Qualifying remarks : 
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4, Competitive Climate , 

Does your institution effectively compete with others in attracting 
academics to work and teach there ? 



Yes, 'a lot 


Yes, a little 


, Not significant 









Does your institution compete.*with others in attracting students; or 
are students allocated to you thus constituting a rirtually guaranteed - 
, intake ? (Note: any statutory rule such as "all applicants with 
secondary school certificates must be accepted" is considered as a 
procedure for allocation). 



Intake^ for: 


Competi tive 


Guaranteed 
(by allocation) 


First Degrees 






Higher Degrees 







Do students effectively compete for places at your institution, that 

is to say, are a significaat number of applications likely to be rejected ? 



Intake for: 


Competitive 


Non-Competitive 


First Degrees 






Higher Degrees 







In your institution, approximately what proportions of students' pay the 
costs of their maintenance and tuition ? • 



APPROX % 



Students 


Almost fully 
self-supporting 


Partly 
self-supporting 


Not 

self-supporting 


First Degree 








Higher Degree 
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What are the approximate drop-out rates for First Degree aad Higher 
Degree students ? That is to say, about what percentage of students 
who enrol for a Degree fail to complete the course work ? 





Approx. drop-out rate 


First Degree 




Higher Degree 





What approximate proportions of academic posts are : 





Approx. % 


Permanent 




Probationary * 




Temporary 




Other 





* Prnhationary = temporary but renewable if perfor«ance is satisfacto 
Qualifying remarks : 
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5. Academic work. 
Approximately what proportions of academics are engaged upon 





Approx. % 


Research mainly 




Teaching mainly 




Both the above, 
about equally . 




Administrative 
affairs mainly 




Other. 





Approximately what proportion of academics engaged upon research do so 
(for material gain) under contract ? (This includ.es academics 
appointed to execute specific research projects).. 



Approx. % 



Qualifying Remarks 
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(iv) State of Management Technology etc. 



Which of the following employ computerised systems ? 





if 11 1 1 \r 
r U 1 1 y 

Computerised 


rartiy i 
Computerised! 


usage 


Remuneration (pay-roll) 




\ 




Staff data 




1 

1 




Student data (including 
academic performance) 




• 




Equipment data 








OUdOCf liivuntuijr aiiu 

Utilization system 

(e.g. lecture scheduling) 








General planning and 
resource information 
system 








Library 









Answer the remaining questions in this section by circling the 
correct repHes. 



Does administration explicitly and formally include 
processes for systematic reviews of administrative posts 
and their functions ? 

Does administration employ a general training scheme for 
recruited administrators ? 

Is there any specific scheme employed to encourage 
mobility between administrative posts ?' 

Is there any official (periodic or otherwise) institutional 
statement of policy, goals, and objectives ? 

Is there any official (periodic or otherwise) statement of 
the organisation of the university ? 

Is education conducted according to the (American) "unit 
of credit" or some equivalent system ? 



YES^^ NO 



YES . NO 

YES NO 

YES NO 

YES NO 



YES NO 
PARTLY 
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Is there a specialist Information Office or 
. equivalent entity ? 

Is there a specialist Planning unit ? 

Within administration, is there a clear and recognised 
distinction between tactical planning (short term 
implementation type planning) and strategic planning 
(long term policy type planning) ? 

Is planning conducted accordin^^o regular cyclical 
schedules ? 

Is resource allocation geared to a regular 
budgetary cycle ? 

Are resources allocated with reference to specific 
logistic formulae and ratios ? * 



YES NO 
YES NO 

YES NO 



YES 



YES 



YES 



NO 



NO 



NO 



e.g. according to how many students are enrolled on a 
particular program.Tie, or how many staff there are 
engaged on it, or some similar formal and numerate method. 



Qualifying remarks : 



ERIC 



7B 

70 



II/ The Particular Faculty and Department 



Name of Faculty Name of Department 



(i) Basic Statistics 





Faculty 


Department 


Total number of academics 






Total number of support staff 
(secretarial, technical) 






Number of First Degree students 






Number of Higher Degree students 






Number of academics with permanent tenure 






Gross remuneration for academics 






Total annual recurrent expenditure 






Niimbfir nf academic posts with explicit 
administrative obligations 







Qualifying remarks 
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For the Department only 



Average number of teaching* hours per week per academic 
staff member 



* Include lecturing and tutorials etc. 




/ 

Average weekly scheduled student hour5 received by 
(a) First Degree Students: 



Lectures 


,/,'/ 


Tutorials, seminars etc. 





(b) Higher Degree Students 



J - 

Lectures 


/ 


Tutorials, seminars etc. 





Approximate drop-out rates ( = percentage of those who enrol for 
a Degree who fail to complete coursel : 



First Degree Students 




Higher Degree Students 





Qualifying remarks : 
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(ii) 



Formal Structure 



A c oncise description of the Faculty's and the particular Department's 
formal structure is required. This should be diagrammatic wherever 
possible an-d contain reference to : 

(a) The Departmental divisions of the Faculty 

(b) \ The officer structure within the Faculty as a whole and 

within the particular Department. Indication should be 
given of offices with special administrative responsibility. 

(c) Committee structures involving the Faculty on a whole or 
the particular department 

To illustrate the detail and type of information required, example 
replies valid for the University of Sussex in England are enclosed. 
Of course, the format of these replies may not exactly suit the 
structure of your institution. 

Note that the detailed inter-relationsh^ ps between (a), (b) and (c) 
are not required: this information should emerge from other parts 
of the study. Here we are concerned primarily with the patterns of 
heirarchial and horizontal organisation within the Faculty. 

For this section, you are requested to provide your own answer sheets. 



/ 
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(iii) Other Factors 

Do the various Faculties within the institution effectively compete 
for their shares of 





Keen 
Competi ti on 


' Some 
Competi tion 


No \ 
Competition 


(a) capital expenditui 
allowance * 


:e 






(b) academic posts 








(c) building space 









Do the various Departments within^ the Faculty effectively compete 
for their shares of 





Keen 
Competition 


Some 
Competi tion 


No 

Competition 


(a) capital expenditu 
allowance * 


re 






(b) a-oademic posts 






<• 


(c) office space 









excludes all remuneration 



If allocations between Faculties and Departments of types (a), (b) and (c) 
have to he made, is such allocation determined by one or a few individuals, 
a committee, or another specified body ? 



Allocation between 
Faculties of : 


Less than 5 
individuals 


A Committee 


Other 
(Specify) 


Capital expenditure 
allowance 








academic posts 








building space 




1 

1 

J 1 





i 



R2 



Allocation between 
Departments of 


Less than 4 
individuals 


A Committee 


Other 
(Specify) 


Capital expenditure 
allowance 








Academic Posts 








4 ■ ■ 

Office space 









Qualifying remarks : 



Does the Faculty have any direct or private sources of finance (i.e. 
not via central administration) ? Circle answer : 

YES NO 



Does the Department have any direct or private source(s) of finance . 

(i.e. not via central administration nor via the Faculty) ? Circle answer: 



YES NO 
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^Is any Departmental income internally generated (e,g, by student 
fees or by consultancy fees, etc,) ? And if so, does this make 
an important contribution to the Departmental budget ? 



No internally 
generated income 


Yes, but not 
importan t 


Yes, 

important 


Yes, very 
important 











Qualifying Remarks : 



Are private coJJsultancy and/or private research contracts, significant 



sources of income fofr academics within the Department ? 



1 

No 


Yes, but not 
important 


Yes 
important 


Ye 15, very 
important 


• 

■ 
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CONTINGENCY STUDIES 



erJc 
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INSTRUCTIONS TO INVESTIGATOR 



The p.urpose of the contingency studies is to provide some basis for direct 
objective comparison between the processes of administration at different 
institutions of higher education. This \s a useful complement to the 
relatively subjective measures obtainable by standard questionnaire 
techniques. 

To this ,end, a' number of situations which could arise in any institution 
of higher education and which require administrative response have been 
identified. Each such situation is termed a "contingency". Questions 
are then asked of how administration would respond in practice to each 
of these contingencies. Answers to these questions will provide a basis 
for direct and objective comparisons between the administrations of 
different institutions. 

Unfortunately, there are many difficulties in formulating contingencies 
and querying response to them in ways applicable to institutions of 
higher education throughout Europe. For this reason, the following 
options are open in answering each contingency: . 

(i) The contintency does not "fit" your institution. If^, by a slight 
modification, you can alter the contingency to a situation yjti\ch could 
arise in your institution, you' are encouraged to make such an alteration, 
indicating the change in a qualifying remark. 

(ii) The questions asked about administrative response to the contingency 
do not "fit" your\institution. In this case, thea (as an alternative to 
answering the questions) you may provide a written description of hov^ the' 
contingency would be dealt with in your institution.* This should be a 
concise account of the sequence of actions, inter-actions, and decisions 
likely to be initiated by the contingency, and containing particular 
reference to who or what body of people does what, and to probable time 
lags involved. 

(iii) An additional degree of freedom is provided in that you may select 
four out of five set contingencies to reply to. 

* Please provide your own answer sheets for this. 
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It is, however, hoped that as many institutions as possible will complete 
their selected four contingency studies as they are presented. 



Notes When a contingency refers to a specific Department or Faculty, 
it is intended that the Department or Faculty be those .indicated in the 
Information Sheet and investigated in the Departmental sections of this 
study. 

For definitions of other terms employed, please consult the Glossary. i 

It is in this part of the study that the investigators co-operation and 
initiative are most essential. It is not intended that these contingency 
"questionnaires" be immediately answerable: rather, filling in replies 
to these sheets would be a matter of researched enquiry. Real accuracy 
is important here, and rough guesses (though better than nothing) are 
to be minimized. 

It is left to the investigators discretion as to how he obtains the 
information requested. Three recommended methods to be borne in mind 
are (a) interviews with people involved with such contirirencies 
(b) retracing the development of similar contingencies which occurred 
in the past (c) infering administrative response from its (known) 
organisational structures and procedures. 

It would certainly help future investigations if each investigator 
listed his main sources of information after the contingency studies. 

Uh.ere information is requested about v/ho is responsible for 
taking certain decisions, the title or function of the officer 
should be. cited, rather than the name of an individual. 
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CONTINGENCY NO, 1. 



A Level 3 academic, wi shes to modify significantly part of a Firs t Degree 
course he teaches in order to accommodate new research. Tins naturally 
entails adjustments to both lecture and examination content, although 
the actual title of the course may remain unaltered , 

Q.l. Are all such courses described in some detail (more than just 
the title of the course) in official written syllabi ? 



Yes 


No 







Suppose that at some given point in time, the academic becomes motivated 
to effect this change ,' 

Qualifying remarks on applicability of this contingency to your institution: 



B9 



1 



Q.2. Is there a Aorraally defined (written) procedure for this contingency ? 



Yes 


No 







If not, is there an accepted informal (unwritten) procedure for 
this contingency ? 



Yes 


No 







If either of the above replies were yes, is the academic likely 
to be fully aware of the correct procedure ? 



Yes 


Maybe 


No 









Q.3. Could the academic effect the change /Without reference to any 
other person or body for approval ? / 



Yes 


/ No 







If not, would he need the form^dl approval of 



1 ' 


Yes 


No 


Head of Department , 


1 




An academic peer in the Department 


i 




Some comittee representing the Department 






Some authority at level higher than Departmental 






More than one of the aoove 






Other (specify) 







Is there any student representation in this decision of approval ? 



_ Yes 


No 







Estimate the total number of academics who could politically 
influence the granting of approval 
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Q.4. 



Q.5. 



Q.6. 



Q.7. 



Q.O. 



Ag^n in the event of approval being required, how long would 
you expect it to take to gain this approval (in months) ? 



At least 




At most 





Whatever the situation regarding formal procedures, is there 
likely to have been any informal consultation of 





Yes 


Maybe 


No ' 


Other academics in Department 








Head of Department 








Students 






\ 



(Approval' having been obtained if necessary) to how many people, 
if any, would the lecturer be expected to send directly details 
of his revisions ? And how many of these would be full-time 
administrators ? 



Total number 




Administrators 





Before the changes were finally effected, would aar^'form of 
administrative go-ahcad be required, and if .st);" would the go-ahead 
be informal!, formal or both ? .-^^ , 





Yes * 
Informal 


Yes 
Formal 


Yes 
Both 






Admin, Go-ahead 
needed 













Estimate (in months) the total time lapse between the academic s 
initial motivation and the change in the actual teaching of th^ 
modified course. 



At least 




At most " 





Is it likely for this change to have taken place jyithout the 
knowledge o^ 



Some academic in same Department 



Head of Department 



Some acadeihic in same faculty 



P^ny administrative official 
^ny student 



Likely 



Unlikely 
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Q.9. 



In how many committee meetings is the subject of the change 
likely to have arisen ? 





None 


One- or Two 


Three or Four 


More 


At least .^'^ 










At most ^ 











Number of different committees likely to be involved 



' None 


One 


Tivo 


More than Two 











Q. 10, (Optional. Complete only if you feel you can reasonably 
estimate the quantities concerned). 

Estimate roughly the total number of documents which are likely 
to have been circulated on account of thi^^ contingency. Also 
estimate roughly the total-number of two person (not committee) 
conversations (including telephone calls) in which this 
contingency is likely to have been mentioned. 



/ 


Documents 


Conversations 


At least 


At most 


At least 


At mOvSt 


within '^ademics 








> 


Within administration 










Between those sectors. 











Oualify in g remarks 
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CaNTINGENCY NO. 2 



A departmont wishes to obtain an expensive £UOC)0) piec e of equipment 
which Will assist its teaching and research programs ( e.g. a large 
calculating machine). The Department seeks to finance th is purchase 
from external funds . 

Qualifying remarks on the applicability of this contingency to your 
institution: 



/ 



Q.l. Is there a formally defined (written) procedure for this contingency ? 



Yes 


No 







If not, , is there an accepted informal (unwritten) procedure for 
this contingency 



Yes 


f ^ 1 

J No 







If either of the above replies -were yes, how many academics in the 
Department in question are likely to be aware of the Correct procedure 



Most 


'Some 


Few 









On account of this contingency.^ is there any way the Department might 
obtain money above any allowances it would in any case receive ? 



,/ 



Yes 


r 

No 
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If not, move on to the next question. 
If so, would this extra money come from 





Tick appropriate 
Box(es) 


A fixed Faculty allowance 




A Faculty allowance which coAild possibly 
be increased on account of this 
contingency 




General institutional funds 




.Other (Please specify) 





Would formal applications for the (extra) money need to be * 
written,' and if so who would write them and to whom would 
they be sent ? 



No 



Yes 


From 


To 









money depend upon 

(i) Written regulations a/?c/ their strict interpretation 



Yes 


Partly 


\ No 









(ii) A formal committee 



Yes 


Partly 


No 









If so, please indicate: 



Total nuitlBer in committee ' 




Number of committee members 
in Department concerned 




Number of committee members 
in Faculty concerned, 
excluding those in the 
^ Department 




Number of administrators in 
^ committee 
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(iii) A relatively informal procedure, the discretion of one 
or a few people being more important than formulae or 



Yes 


Partly 


No 









If so, is it likely that all parties concerned would 
be adequately consulted ? 



Yes 


Partly 


No 









Again if so, name the one or few officers upon whose 
discretion the approval depends: 



Q.3. 



(iv) Other (specify) 



Which of the following have influence on the approval or 





1 

Signi/icant 
Influence 


Some 
Influence 


No influence 
at all 


Head of Department 








Level 3 academic in Department 








Level 2 academic in Faculty 








Head of Faculty y/ 








External regulati^s imposed 
on budget disbursement 








Administrators (Specify who) 








Members of other Faculties 








Students 
' 









0.4. Estimate the total time (in months) between the Department's first 
intentions to purchase the equipment and its physical arrival in 
the, Department 



At least 


At most 
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Who would be responsible for the physical act of purchasing 
the equipment ? 



Is it likely for the whole contingency to have taken place without 
the knowledge of 





Likely 


Unlikely 


Some academic in same Department 






Some " " Faculty 






_Any administrative official 







In how many committee meetings is the subject of the proposed 
purchase likely to have arisen ? 





None 


h E 

One or Two 


Three or Four 


More 


At least 










At most 











Number of different committees likely to be involved 



None I One 


I\vo 


More than Two 


1 







(Optional^4 Complete only if you feel you can reasonably estimate 
the quantities concerned). " - ^ 

Estimate roughly the total number of documents which are likely 
to ijiave been circulated on account of this contingency. Also 
estimate roughly the total number of two petSon (not committee) 
conversations (including telephone calls) in which the contingency 



is likely to have been mentioned. 





Documents 


Conversations 


At le.ast 


'At Most 


At least 


At Most 


Within academics 










Within administration 










Between these sectors 
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CONTINGENCY NO, 3 



A change in national consciousness and circumstance (e,g« environmental/ 
ecological) causes a shift in the pattern of student applications, 

so that a Department receives a large number of applications^ 

Furthermore, an ext ernal source (e,g, the State) indicates interest in 
and intention of spons oring research and education in the field of this 
Department, Nevertheless, there is some fee ling within academic circles 
that this new interest is but a passing fad, and that therefore expansion 
of the Department in question is to be resisted. The central issue 
becomes the creation of some permanent posts within the Department which 
can only be funded by the institution itself, although the external body 
aforesaid is prepared to donate a substantial initial bequest . 

Qualifying remarks on applicability of this contingency to your institution: 

\ 
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Q. 1. Is there a formally defined (mitten) procedure for deciding 
whether to create these nevj appointments ? 



Yes 


No 







If not, is there an accepted informal (unwritten) procedure 
for this contingency ? 



Yes 


No 1 







If either of the above replies were yes, how many academics in 
the Faculty in question are likely to be fully aware of the 
correct procedure ? 



Most 


Some 


Few 









There are two possible types of decision to be taken here : 

(1) GENERAL POLICY. Is the Department's expansion approved in 
principle, or to a limited extent^ or not at all ? 

(ii) SPECIFIC PROPOSAL, Is the appoint rnsu i of (say) two extra 
Level 2 academics and one extra Level 3 a ca demic approved 
or rejected ? 

Is a decision of type (i) effectively taken before any detailed 
proposals are developed ? 



Yes 


No 







Are the two types of decision inseparably merged in one process 
at your institution ? 



Yes 


No 







Q.3. 'If the general policy decision can be separated from decisions 

concerning specific proposals, then answer the following questions > 
about the general policy decisions : 

Does effective authority for such decision lie with 





Yes 


Who ? 

i 


A single person 






Five or' less people ^ 






A larger group of people 
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Indicate the number of people in whom effective authority for 
such decision lies who are 



Within the Department in question 




Within the Faculty in which^e 
Department is located 




Administrators 




Other 





Which of the following people have influence in such decision ? 





Formal * 
Influence 


Informal 
Influence 


Academics in Department in question: 


Signi- 
ficant 


Some 


None 


A lot 


Some 


None 


Level 3 














Level 2 














Level 1 














Academics in Faculty in question: 

/ 

Level 3 














/ ' ■■ ' 

Level 2 














Level 1 














Students 














Administrators (specify) 














Other (specify) 




i 











* e.g. votirjg right on some committee or direct powers 
_*!<^.g, opinion may be consulted 
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0.4. Hhich of the following people could influence the developi^ent 
of any specific proposals (prior to any decision being taken 
on their implementation) ? 





Formal '^^ 
Influence 


Informal '^'^ 
Influence 


Academics in Department in auestion: 
Level 3 


Signi- 
fy can t 


Soino 


None 


A lot 


ooni3 


None 














Level c. 




























Academics in Faculty in C;Uestion; 
Level 3 










« 




Level 2 














Level 1 














Students 














Administrators (specify) 














Other (specify) 















* e.g. voting right on some committee or direct pov/ers 
e.g. opinion may be consulted 



Q.5. Which of the following people • have influence in deciding whether 
or not to implement specific proposals ? 



- ' ' p ■ f' ■ . 

/ 

Acciicrdc.*; iu t- \» u« in c*i.-. ■ % : 
Level 3 




■ 1 a 


- : — s ■ 


I-- 
























[.evel 2 


■ \ 












Lcvoi 1 














F.or?l 3 




























r .--I 1 










































*- 















''' OoO^ vol • ft ; ' ' .: . ; 

ego Cj/ri': I ■ 1 ^ • 
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Q.6. Estimate the probable time (in months) between the declaration 
(of interest and initial financing offer) by the external body 
and the actual employment of new staff, 

I I 

Q.7. Is it likely for this whole contingency to be resolved without 
the knowledge cf 



1 


Likely 


Unlikely 


Some academic in the Faculty r )ncerned 






Any student 







Q.8. It is probable that some temporary committee would be created 
to deal specifically with this contingency ? 



Yes 


No 







Apart irom the meetings' of such a committee, in about how many 
comraUtee meetings is this contingency likely to have been 
discussed ? i 1 



Total number of different committees likely to be involved in 
resolving contingency ^ ^ 



Q.9. Working out specific proposals for expansion would presumably 

entail high order ratification from admirTistration (e.g. accountants) 

How many administrative officials would be directly concerned with 
the ratification of such proposals ? | 



Would most of these administrators be actively consulted/informed 
throughout the progress of this contingency ? 



Yes 


No 







Qualifying Remarks: 
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CONTINTICNCY NO. 4 



A Level 2 academic (who is responsible for some teaching) gives notice 
that he will be gujtting his post at the institul.ion . 

Q, 1. What is the rainiraura length of t;rae (in weeks) that must elapse 
before the lecturer is free to legally leave his job at the 
institution ? | — | 



Consequently a replacement (from outside) is sought. To this end there 
will follow a seguence of decisions and actions leading finally to the 
appointment of a successor^ Precisely, we divide this sequence into 
three successive stages: 

Stage 1, - Vacancy advertised, applications received 

Q.2. -Who is responsible for writing the appropriate advertisements ? 



Head of Department 




Head of Faculty 




^Another academic (specify) 




Administration 


With academic co-operation 




Without any academic 
co-operation 





Who is responsible foV choosing which journals/papers the vacancy 
is advertised in ? 



Head of Department 




Head of Faculty 




Another academic (specify) 




Administration 




Choice automatic , 





Where does responsibility lie for the physical insertion of the, 
advertisements ? 



r ■ 1 

In the Department 




In the Faculty 




^ In administration 
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Q.3. To whom would each applicant be asked to send his application, 
curriculae vitae, and name of referees ? 



Would referees be automatically consulted at this point, or would 
there fi/st be some preliminary selection ? 



Yes 


No 







Is there a standard application form to be completed (again pric 
to any selection) ? . 



Yes 


No 







Estimate the time lapse (in weeks) during Stage 1. 



Q.4. At whatever stage it occurred^ who would be responsible for 
requesting references from named referees ? - 



Stage 11 ~ Selection Procedure 

A large number of applications are received, making some selection on the 

basis of written applications alone necessary, Tn other word s, a short>- 
list of applicants is to be drawn up . ' 

Q.5. List all people to whom copies of written applications would be 
circulated as a matter of course :. 



Do all academics in the Department in question have the right to 
see these applications if they wish to ? 



Yes 


No 


■■ 





Do Level 2 academics in the' Faculty in question have the right to 
see these applications if they wish to ? , 



Yes 


No 


1 
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Q.6. Tick the appropriate boxes in the following diagram illustrating 
the degrees of influence of various perso.inel in the (preliminary) 



selection of a short-list : 





Formal * 
Influence 


Informal 
Influence 




Total 


Some 


None 


Some 


None 


Head of Department 












Hf^ad of Fnfiiiltv 












Level 2 academic in Dept 












Level 3 academic in Dept 












Level 2 academic in 
Faculty 








4 




^d-ninistrators (specify) 












Other (specify) 













e.g. voting right on a' selection committee, or right of veto, 
or direct powers, etc. \ 

e.g. opinion likely to be consulted or carry weight I 

\ 



Havina selected the short list, the people on it are invited for interview 


so that a final selection caa be made! 


pse between the closing date for 


Q.7. Estimate (in weeks) the time la 



applications and the date for the (last) interviews. 



Q.8. Does each applicant have only one interview and no other ability test ? 



Yes 






\ 



List all people present at the maih and official interview, of each 
candidate : \ 



How lonq, roughly, does each interview last ? 
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Q.9. Tick the appropriate boxes in the folloiving diagram illustrating 

the degree of influence of various personnel on the final selection 
of a particular candidate for thjd vacancy : • 





Formal 
Influence 


Informal 
Influence 


Total 


Some 


None 


Some 


None 


Head of Department 












Head of Faculty 












Level 2 academic in Dept 












Level 3 












Other academic officers 
(specify) 












Administrators (specify). 


1 











Qualifying remarks : 



/ 



V 
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Stage 111 - Appointment of fere d/confirmed 

•Q.lO. Assuming a particular applicant is agreed upon as best, can he 
be offered the job- on the day of his interview either 



(a) Outright 



Yes 


No 







(b) Informally, subject to official confirmation 



Yes' 


No 







or (c) Not on that day at all ? 



Does the 'selected candidate have to pass a medical exacv^nation 
prior to employment ? 



Yes 


No 







Is there an official letter sent to the applicant offering him 
the job ? 



. Yes 


No 







If so, by what officer is this letter signed ? 



Does the successful applicant have tq complete and sign a contractual 
statement regarding his employment ? , 



1 

Yes 


No 







If so, does this contract contain reference to teaching or research 
obligations (in terms of quantitative or qualitative effort and 
output) ? 



H 

Y^s 


No 


\ 





Q. 11. Estimate the likely time lapse (.i\i weeks) between the notice given 

by the departing academic and the \f irst day of work by his replacement 
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Q.12 In how many\conunittee meetings is the subject of this appointment 
likely to haVe arisen ? 





No;ie 


One or Two 


Three or Four 


More 


At least 










At most 











Number of different coanittees likely to be involved: 



None 


One 


Titfo 


:*lore . 











0.13 (Optional. Complete only if you feel you can reasonably estimate 
the quantities concerned). n 

Estimate roughly the total number of documents which are likely 

to have been (internally)circulated on account of this contingency. 





At least 


At most 


Within academics 






^Within administration 






Between these sectors 







Qualifying remarks: 
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CONTINGENCY NO. 5 

During the course of an important (First Degree) examination, an invigilatind 
examiner notices that one of the students is cheating. 

Qualifying remarks on applicability of this contingency to your institution: 



Q.l Is there a formally defined (;^rritten) procedure for such a contingency ? 



a contingency ? 



Yes 


No 




/ 


accepted informal (unwr 


_Yes 


No 







If either of the above replies were yes, is the examiner likely to 
be fully aware of the correct procedure ? 



^Yes 


No 







the student is "convicted*' as guilty of cheating ? 


Yes 


No 


A formal defined prrAiess of conviction 
* ^ ■ 






An accepted infcrmal process of conviction 






Conviction of a kind necessary, but actual 
process. can vary with circumstances 






■"' / 

The word of the invigilator is taken as true 
without further investigation 
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If there is, effectively, a process of "conviction'* prior to 
punishment, what official or group of people havd the right of 
such conviction ? 



In the process of conviction, would the stiident concerned be 
allowed to give any evidence or have ^tiy right of appeal ? . 



Yes 


No 







If he can appeal, to what official or group of people can he 
make ultimate appeal ? ^ 



Which of the following people have influence in such conviction ? 





Formal 
Influei 


* 

ice 


Informal *f 


Academics in Faculty in question 


Signi- 
ficant 


Some 


None 


Some 


None 


Level 3 




\ 








Level 2 
» — — . 












Level 1 












-i** ; 

Head of Faculty 












Official(s) outside Faculty in 
question 












Students 












Other '(specify) 













.* e.g. voting right on some committee, or direct powers etc. 
** e.g. opinion may be consulted or carry weight 



0.3 Assuming the student in question was judged guilty of cheating.^ some 
punishment would presumably follow. 

Could the punishment vary at all according *to the circumstances of 
the particular instance ? 



Yes 


No 
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f 
; 

Is the student automatically disqualified from obtaining 

(a) any credit from that examination 

(b) his Degree from the institution 

Is. punishment at the discretion of some official or group of people ? 



Yes 


No 







If so, which of the following people have influence in deciding 
upon the punishment ? ^ 





. Formal 
•Influence 


)rmal 
. ..xluence 


Academics in Fac^ilty'^^ 


Signi- 
ficant 


r 

Some 


None* 


Some 


None 


Level 3 












Level 2 












Level 1 












Head of Faculty 












' Official (s) outside Faculty 
in question 












Students 








's. 




Other (specify) 













Q.4. Assuming the student confesses' his cheating, estimate the time 
lapse (in days) between the examination and exact knowledge of 
his punishment, r™ \ 



Q,5. In how many committee meetings is the subject of this contingency 
likely to have arisen ? 





None 


.One or Two 


Three or Four 


More 


At least 










At most 











Number of different committees likely to be involved ? 



None 


One 


Two 


More 











Q*6, (Optional. Complete only if you feel you can reasonably estimate 
.the quantities concerned). 
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^ Yes 


No 






Yes 


No 







Estimate roughly the total number of documents which are likely to 
have bqen circulated on account of this contingency. Also estimate 
roughly the total number of two person (not committee) conversations 
(including telephone calls) in which this contingency is likely to 
have been mentioned. 



Documents 



At least 



At most 



Conversations 



At least 



At most 



Within academics 



Within administration 



Between these sectors 



Qualifying remarks: 
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Information sources found useful in completing Contingency Studies, 
and general comments on the methodology : 
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GLOSSARY 
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Areas> The total institution is broadly divided into rrers (of activity) 
e.g. arts, social science, medicine, academio support services, central 
administration, etc^ Qf course, these, illustrative divisions into areas 
.^ay not correspond exactly to the operative divisions in your institution. 

Faculties. Many of> tho above areas constitute a major educational bloc 
within the institution, in which case they are temed PrnAiltios e.g. 
Faculty of.Arts, Faculty of Social Science, Faculty of Ledicine, etc. 

Depprtponts. EachlPaculty is divided into relatively specialist subject 
groups called Der^artTnenta e.g. within the Faculty of Pure Science there 
toight be a Department of. Physics, a Department Of Chemistry, etc. 

Committees and User Groups. These are groups of people who meet with some 
common purpose and have the ability to act collectively- e^g. Social 
Science Committep, Honarary Degree aommittee, Conrp^ater Users Group, 
the Student Union, etc. 

C/vT:^CTORj:En of PHRSOI^n-TKL. 

student r, are any people studying full-time to obtein some Degree or other 

qualification from the institution. They f re divided into : 

First Derree students ; students studying for a First Derree. 

Hirher Derrne stud'-^rts ; students studying for a Ki::her Degree. 

(For definitions of First and Higher Degrees, see the glossary on educotic 

terms) 

Acpdenic stn.ff refers to all teaching and reserrch personnel for all 
grades including Assistants. A p.-^rticulaj: member of the acrdemic staff is 
called CXI 'academic . Tho tern 'Faculty' will alv/ays apply to the organis- 
ational unit defined above, and never to any personnel. In this study, 
academic staff are divided into three levels : 

Level 1 . T}iis level corresponds to top-order aq^demic staff, including 
fi6ads of Dep-'-rtments, permanent Professors, etc. 

Level _2 . This corresponds to middle-order academic .staff, the 'typicaJ.' 
academics. 

Level 3 . This corresponds to lower-order 'academic str/ff, including the 
youngef^t and often temporary appointees or assistonts, otc. 

. 115 ' 



105 



COPY mUBlE 



rvisicn of -craondon - Ion- tho.o jene^rnl linet^ is pcrnirsnble. The 



"ou-itry 



1. Vrw'>fei.:jou2'j Ordinrtireo A 
i f rqf c£»;.j ira A ^ I'lnnuitut 



'Z'nlJiilt'S I 



Level 2 



1. Chufa dti Trjv«*ux A 

2. OiieVa -le Traviiux Aaaocli^a A 

3. Chcrt:«Jn de coura Anjociia A 

*4. Chifs do Travau?. i titro 
T-os'uoiUiol 



1. I.uotoren 

2. Pultonj~owoon hoo/tlomrfn 

3. I'uitcn^^pwoon lectorcn 

5 . V; ft2n3ch:\piijliji:e 
boo i,' diTia (1 i> e rko r a 

6, Wotearchap;.elijka 

o 



1. Doiierit 

2. \ProspoctorQ 

3. An'an icnnes 

4. Kotioonvator 

C, T'niverfjitctainkUir 



Level 3 



1. Lecture A 

Arjaistants A 

3. AnaintantE A. 
Hor£i cadr*? 



1. V/etenachippeli jke 
anibtenaron 

2 . V/c t G »l : 1 c l.c pp t- 1 r J ko 
ir.c<3e\r»fr»;erc 

3. '''ctenschappGlijke 

4. otJudent^j.nis^er.t^n 



1. Univex'sitc tf30t iper.diat 

2 . Vi t Gn;3k:i pfj ^ f. o'j i ^ t out 



i 1. Iroi'oar.ri . n Craitiu-^rcj 



{\roM.\y\4\ 



3. ! r.,rt:: -.or 



1, rrol*03:i.'«urr. 3uppl<<anti. . 

?. Irofc-sjeuzn n3;i'2tant:a 

3. Prof, u'lauc, ch. coura 

4. Char:;^9 recrn./chof traviux 



1. rocont 

2. Sci'.ntiftc Cauiirellor 

3. Sel||ior iGctxiror 

4. Lector 

5. f3ci;?iitific Collaborator 
u. Torturer 



5. An9i3t-:at3 



1. Coach 

2. Asaintunt Proiersor 



T'.:;.- t;TI-- is r-p 'oduned froir, "Siroject" «15. end "e.^ionpl V?riat-ibn3 in 
:tU(1,^nt,.',-:taff^3.-.t:oF,, .■.cder-icTrorverarier ^nd Recurrent Expenditure", a 
tecln>ioal rnro^'t Ly ^.?redri;-'cn u'lbl-" .".N-.d ty T.S/M. in the I.r.n.^. r.?>rieG. 
ZiLniinir^r^ijro::...^aff refers to £.11 ..taff -pppoir.tc.l rpooific-clly to r,cci,t 
thn .-dPirirtr^tive f'jr.ction.. of the inrtitution, loth tho ccnbral pdminiptration 
end that of F.ocultics rn:' Depf-rtmsnts : but excluuin," clGric;..l ,rnd secretarial 
rs s is <;ants. 

laq^^lLqiliH-^^ .^^'^-ff erzrcea to Troop the instit\ition maintcinod" f nd running 
:,^byr.:crlly g.j. plootricions, Ip.boi-^.toi;. assistr.iits etc. 

At^it^-i^.S '"^^ offici:! hJrdr. of ^rroui)- of people iie.-d Librarian, President 

of Student Uiiioii, -'crxlr. of TiiCultiGc and DcprrtMontn, etc. 

of the institution io r.nyVoO.y orx the nnstituticfp, Fay-ro].!. This 
therefore irx5l\ico3 ?11 tho cateeorieG of personnel e:cc.-ptin- rtudonts. 
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SPtJOATICrAL Er.v":VOTICN 



A Deface is any recosrdccd av^ard, Diploma, qu?2ificr,-'oion v'hich the inr.titution 
grants to students e.g. Bacholor* s Decree, Itaster' s Decree, Doctorate, :>tc. 

A prop?.-anuie of rtiidy i.^ a group of r>tudy subjects talccn over a period of 
a year or more in/-<3rder to obtain one of the institution's Deci'ees. 

A course is the r.osj; disascregated element of p^oado'nic teaching activities 
and is usually one terra or one semester's instruction in a particular topic. 



Armupl recurrent -exDonditure excludes all non-rccurrcnt crpite?l expenditure 
such as expenditure for construction and equipnont, but includes minor 
capital expenditure and all recurrent costs such r.s remuneration of 
employees. 1 

Gross remuneration includes all payments made to an employee, before tax 
deductions and including employer* s contribution to social security, 
pension schemes etc. "Gross remuneration" should include all payments 
irrespective of the source of funds. For example, payments to anieraployoe 
may in part or full come from the Ministry's budget. , 
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